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EO Section 1: Planning for innovation 


Who are your team Team members and their roles in the team: 
members? 


Summarise their roles in 


Trainer: This individual is devoted to environmental 
the team. 


sustainability and is an active participant in Green Party 
gatherings, outside of their professional duties as a member 
of the Greens Party. 


Human Resources Manager: This individual, who is also a 
member of the Greens Party, is recognized for her inventive 
concepts across different domains. 


Project manager: Formerly a project engineer, this 
individual has expertise in developing innovative solutions for 
large and intricate projects. Although quiet, she possesses a 
wealth of knowledge. 


Provide an overview of the In order to promote innovation, we have decided to adopt the 
team objectives including solutions offered by RTO, utilizing technology, methods, and 
your responsibility as team market advances. These solutions aim to establish and 
leader. enhance sustainable environmental practices, while also 
facilitating the implementation of resource-efficient plans 


What is the team seeking E 
within our workplace. 


to accomplish? 


Which policies and | need to work according to Sustainability Policies and 
procedures do you need їо Procedures. 


i ? 
массала LO Sustainability Policies and Procedures: 


Include these as an 
attachment 
Purpose: 


e We aim to offer guidance and motivation to our 
college staff, customers, and suppliers regarding 
sustainable practices that can be adopted within our 
organization. 


• Our goal is to encourage our staff, customers, and 
suppliers to prioritize eco-friendly practices whenever 
feasible. 


e We strive to position our company as a trailblazer in 
environmental sustainability. 
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Scope: 


This policy has been developed for all staff. 


Policy: 


We will make every effort to reduce our impact on the 
environment and decrease our carbon footprint. Our aim is to 
lead the way in environmental management by integrating 
sustainability into all of our operations, as described in the 
following sections. 


• To showcase exemplary behaviour, we will integrate 
sustainability into all facets and operations, including 
policies and procedures, strategic and operational 
planning, and sustainable practices. 


e Sustainability is a shared responsibility that involves 
all staff members. We will ensure their awareness of 
their roles through training, education, and the 
provision of necessary information. Sustainability will 
also be an essential part of key performance indicators 
over time. 


• We value staff participation in decision-making and will 
seek their input in the development and execution of 
our sustainability agenda whenever possible. 


e Our actions and processes will be transparent, and we 
will report progress against identified indicators and 
targets to staff on a regular basis. These reports will 
also be available to the public. 


• We will utilize innovative and creative approaches to 
eliminate unsustainable practices and find sustainable 
solutions. 


• We will aim for self-sufficiency by using resources 
generated on-site, while meeting remaining needs 
through a sustainable procurement policy. 


e We will employ a whole-systems approach to achieve 
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successful sustainability change. 


Team requirements As a leader of the team, it is my responsibility to assess the 
performance and quality of work of each team member. I 
must guide them in understanding their current performance 
and progress of work, and evaluate their reputation within the 
company/group. Additionally, | must regularly share, motivate 
and reward team members to encourage them to be 
innovative. 


How can you find out what 
the team needs to be more 
innovative? 


When planning for innovation in the workplace, | must 
consider workplace policies and procedures such as those 
related to sustainable development which are taken into 
account in an RTO. These policies provide a basis for creating 
a sustainable work environment and improving innovation. 


Which workplace policies 
and procedures do you 
need to consider when 
planning for innovation in 
the workplace? 


How can you share tasks To assign tasks to team members, | will consider important 

and responsibilities across factors and encourage members to self-assess their abilities 

the team? and indicate which tasks they feel most comfortable and 
competent in performing. 


As a leader, | am responsible for monitoring each team 
member, assessing their strengths and weaknesses, and 
providing support to help them overcome any challenges they 
encounter. 


How will you emphasise the | plan to foster effective communication and collaboration 
importance of establishing within my team by actively listening and speaking clearly, 


and building effective exchanging ideas, and being open to changing the way tasks 
working relationships are usually performed. | will acknowledge the contributions of 
within your team? others and offer constructive feedback while also seeking 


feedback on my own work. To promote team cohesion, | will 
incorporate fun activities and icebreakers into our projects. 


As a leader, | will encourage my team members by 
recognizing their achievements and inspiring them to reach 
new heights. | will maintain emotional control and avoid using 
negative language when upset. Additionally, | will provide my 
contact information to team members, clients, service 
providers, and other professionals so that they can reach out 
to me. 


Research The ways of working better are listed below: 


Research ways of working Workspace organization: To reduce clutter and improve 
better 
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List your information efficiency, it's important to develop an effective 
sources. organizational system for your desk and workspace. This 


includes labelling files and documents and storing them in 
designated folders, both physically and digitally. 


Personalizing your workspace: Adding personal touches to 
your desk, such as photos or decorations, can create a more 
comfortable and welcoming work environment. If you're 
unable to personalize your desk, small changes like changing 
your screensaver can still make a difference. 


Building relationships with co-workers: Developing strong 
connections with your co-workers can improve collaboration 
and foster a positive work environment. Taking the time to 
get to know your colleagues and introducing yourself to new 
employees can help make everyone feel more comfortable 
and accepted. 


Hiring and retaining great team members: It's important to 
hire employees who fit your company culture and work well 
with others. Toxic employees can negatively impact the work 
environment, so it's important to address any issues and 
make changes if necessary. 


Information sources: 


https://www.indeed.com/career-advice/career-development/ 
improving-the-work-environment 


https://www.businessnewsdaily.com/7932-create-better-work- 
environment.html 


What opportunities are Technology and features: Adopting new technology is a 
there for creating more common way to drive innovation in a business, such as 
innovative processes or incorporating Artificial Intelligence (AI), Virtual Reality (VR), 
Systems? Robotic Process Automation (RPA), Blockchain, Angular and 


React, or Computer Vision. 


Business models: Innovation can also involve creating new 
ways of offering existing products. 


Processes: Improving business processes is a critical aspect of 
digital transformation, which can help companies improve 
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speed and quality using both human resources and 
technology. 


Attach: Link to business website About page or corporate L1 
brochure that summarises what the business does 
OR Simulation Pack if using case study 
Supporting evidence. E.g., Resource Use Report L1 


Policies and procedures related to the innovation L1 
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L Section 2: Encouraging innovation 


Complete this section after the meeting. 


Support Actions to foster innovation in my workplace: 
innovation in 
your work area 


e Prioritize innovation as a fundamental principle. 
What are the 


tasks that would e Show respect to the staff. 
support e Set explicit guidelines for team members. 
innovation in | 
your work area? • Allow employees sufficient time and resources to innovate. 
e Promote collaboration among colleagues. 
e Establish a mechanism for receiving and providing feedback. 
e Implement promising ideas promptly. 
* Recognize and incentivize employees who generate innovative 
ideas. 
e Provide training opportunities to enhance innovation skills. 
What are the Strengths: 


strengths and 
weaknesses of 
the team? e Ability to collaborate effectively with others. 


e Capacity to lead and delegate tasks to others. 
e Strong organizational and planning skills. 


e Proficiency in problem-solving and analytical thinking. 


Weaknesses: 


e Tendency for group decision-making to be time-consuming. 
e  Proneness to mistakes in group decision-making. 


e Risk that pre-existing relationships among group members can 
hinder the formation of broader group cohesion. 


* Requirement for a significant investment of time to fully grasp 
individual roles and responsibilities. 


Ground rules for | Here are some suggestions for team rules to promote effective 
the team teamwork: 


What are some 
team rules to 
help the team to 
work together? e Practice open communication. 


* Show respect to all team members. 
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e Offer constructive feedback. 
e Treat everyone equally. 


e Celebrate team members' successes. 


What e Address conflicts promptly. 

О e Use time efficiently. 

and group 

leadership e Recognize the contributions of all team members. 
techniques did 

you use? 


Here are some techniques for brainstorming and leading a group: 


Mind mapping: This technique involves organizing ideas and exploring 
various aspects of a problem to find solutions. To begin, | should write 
the central question or problem in the middle of the page or board, and 
then list related ideas in separate bubbles around it. | can then use 
these ideas to generate even more ideas and connect them using lines, 
circles, and arrows. 


Group sketching: This is a fun activity that can help the team to think 
creatively and generate new ideas. By using pencils or other drawing 
tools, team members can sketch their ideas on paper and share them 
with the group to identify new connections and generate more 
innovative ideas 


Motivation and Ways to motivate employees to pursue innovation: 


reward 

dien ii Я e Assign responsibility for innovative projects to employees who 
idi (VATE VOUTO come up with new ideas. 

strive for 

innovation? e Provide a flexible and open workspace that encourages 


creativity. 


e Offer business skill training courses to the entire team to 
improve their innovation abilities. 


e Increase compensation through raises, bonuses, and other 
supplementary benefits. 


e Provide team-wide recognition and rewards for innovative 
efforts. 


Leading a team Email to assign tasks to team members: 


How did you Subject: Team delegated responsibilities 
ма И Greetings everyone, 

responsibilities 

to team 

members? 


| hope this email finds you well. | am assigning tasks to each team 


Attach email member as follows: 
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evidence. 
How should a As the team leader, | will base the task assignments on important 
leader behave to | factors and assess the strengths and weaknesses of each team 
support member to solve any problems they may face. | will monitor and keep 
innovation ina an eye on each team member's progress. 
team? 
How did your 


The trainer is a member of the Green Party and committed to 


оил Knewienge environmental sustainability, regularly speaking at party meetings. 


and experience 
come into play 
when it was your 
turn to be team 
leader? 


The human resources manager is known for her innovative ideas and 
also a member of the Green Party. 


The project manager is a former project engineer and highly 
knowledgeable. 


Please provide feedback through this email if there are any issues. 


Best regards, 


Ways a leader can support innovation in a team: 


A leader should act transparently, fairly, and objectively to create a 
comfortable and confident environment for team members to 
showcase their skills and creativity during the innovation process. 
Good communication skills are crucial, including active listening, clear 
speaking, collaborating with co-workers, and exchanging ideas. 
Constructive criticism and feedback are also essential, as well as giving 
credit to others for their contributions. 


A good leader should provide a positive and encouraging environment, 
inspire team members to achieve more, and manage their emotions 
well, avoiding berating words. A leader should also offer their calling 
card to team members, clients, service providers, and other 
professionals for communication. 


Leadership experience and knowledge can enhance a leader's 
emotional intelligence, helping them build healthy relationships, 
manage stress, engage team members, and optimize team 
performance. A leader should be trained in giving feedback, providing 
constructive feedback on team members' strengths and areas for 
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improvement to help them succeed. 


Research Here are some ways to motivate and encourage employees to 


contribute to innovation: 
How can you 


encourage 

Кои " e Create a culture of innovation: Encourage employees to 

n б = iod embrace innovation as part of their job description and not just 
innovation? 


a task for management. Develop a company-wide innovation 
strategy and provide incentives for staff to think about 
innovation. 


e Identify and motivate intrapreneurs: These are employees who 
already have the skills and mindset to innovate. By identifying 
and motivating them, we can foster a more innovative approach 
to problem-solving. 


e Incorporate innovation into daily tasks: Don't just limit 
innovation to workshops or retreats. Encourage employees to 
think innovatively on a daily basis and incorporate it into their 
regular tasks. This can help unlock the full potential of their 
creativity and imagination. 


Communication | Ways to model open and respectful communication in the workplace 


What are some eludes 

ways to 

ese ano e Leading by example: Leaders must demonstrate transparent 
(RAET : T communication from the top down, as this sets an example for 
m UNES ee employees to follow. If leaders withhold information, employees 


are likely to do the same. Conversely, when leaders share 
information openly, employees are more likely to reciprocate. 


e Soliciting feedback: Asking employees for their feedback fosters 
open communication, as it shows that their opinions are valued. 
Even when leaders believe their plans are foolproof, seeking 
input from employees can help identify potential problems or 
blind spots. 


* Showing respect: Demonstrating respect for employees is 
another way to encourage open communication. This can be 
achieved by giving employees undivided attention when they 
speak, making eye contact, avoiding distractions such as 
electronic devices, and actively listening to what they have to 
say. Showing respect in these ways helps to create an 
environment in which employees feel comfortable sharing their 
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thoughts and ideas. 


Scheduling е 
activities Morning: Discussion with team members | 


Afternoon: Perform assigned tasks. J 


Morning: Group meeting and come to a conclusion. 
Afternoon: Perform assigned tasks. 


Morning: Perform assigned tasks 
Afternoon: Perform assigned tasks 


Morning: Perform assigned tasks 
Afternoon: Meeting to supplement opinions. 


Morning: Keep going on tasks. 
Afternoon: Report, summarize and evaluate the team's work quality. 


SEE 


Challenging and | Ways I challenged my team members: 
testing ideas 


How did you 
challenge your 
team member's 
idea? 


| think it's important to challenge our employees to offer new ideas. 
Sometimes, they may feel like it's not their place. | want everyone at 
our company to feel like they have a voice, and can offer a really neat 
idea to help our business that no one has ever thought of before. 
How can the 
idea be tested 
before it is 
implemented? 


Also, at the start of each week/ month, | challenge my employees to 
learn something new yet relevant to their position or the company. 
Whether it is a new online tool or strategy, this encourages them to 
either step out of their comfort zone to learn on their own or reach out 
to someone on the team that is knowledgeable on the subject. This 
allows for growth and advancement for the employees as individuals 
and together as a team at large. 


Way for idea tested before it is implemented: 


A. CAPTURE ALL ASSUMPTIONS 


Sit together with the team and generate a long list of assumptions 
about our solution. Keep in mind that a great solution ticks 3 boxes. 


Box 1: Feasibility 
Can we do it? Is the idea technically feasible? 
Box 2: Viability 


Should we do it? Does this solution fit our organisation, brand 
and/or corporate strategy? 


Box 3: Desirability 


Does this problem really exist? Are people familiar with the problem 
and do they really care about it? 
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Is our solution better than the existing solutions? Are people willing 
to pay for our solution? 


Try to find assumptions within all 3 categories. 
B. SELECT THE RISKIEST ASSUMPTION 


After the first step, we probably find ourselves confronted with a 
long list of assumptions. Most of these assumptions are presumably 
true, and some might be harmless if they turn out to be false. 
However, there are also very dangerous assumptions. It's these 
assumptions that can break our entire concept. We should think 
about it. What assumptions do we have right now, that if they turn 
out to be incorrect, would make our entire solution worthless? It's 
important to identify and verify these assumptions before spending 
lots of time, money and energy on implementing the solution. 


C. RUN SMALL EXPERIMENTS AND COLLECT FEEDBACK 


Carry out the experiments and test the risky assumptions one by 
one. Start with the riskiest assumption and work our way through 
the rest. Divide all tasks needed for the experiment amongst the 
team members and use a scrum board (to do, busy, done) to keep 
track of progress. 


Use preset experiment questions to objectively capture the results. 
D. USE THE FEEDBACK TO IMPROVE THE SOLUTION 


Collect all feedback and compare the results with the starting 
hypotheses. To properly test a new business idea, it's important to 
stick to the facts and avoid jumping to conclusions too easily. What 
are the results? Was the hypothesis correct? Is it 10096 sure? If not, 
double-check by running another experiment. If the results are 
satisfied, we'll go back to the drawing board and refine the solution. 


Attach: Work schedule for a typical week [] 


Email of delegation to team О 
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L Section 3: 


Evaluating innovation 


Complete this section prior to doing your presentation 


Project Portfolio 


Identify the criteria for 
review 


Which of your ideas have 
been tested and are ready 
for implementation? 


How can the 
implementation be 
monitored? 


These are some proven ideas that are ready for 
implementation: 


e Dispose of used paper, cardboard, aluminium, and 
hard plastic in the recycling bins. 


• Make better use of natural light instead of artificial 
light (electrical lights). 


e Set standard air conditioner temperatures to 25-27 
degrees Celsius for cooling in summer and 18-20 
degrees Celsius for heating in winter. 


To ensure effective implementation, | plan to strengthen 
survey, monitoring, and evaluation processes through direct 
and indirect methods. Additionally, | will assign supervision 
responsibilities to each department head to improve work 
efficiency. 


Here is some evidence of implemented activities: 


From: Spandan Mishra 


To: My Team 


Bcc: Administration team, Refrigeration team 


SUBJECT: SHARING SUPERVISION RESPONSIBILITIES 


Dear all, 


| am writing to request your team's help as supervisors in 
our system's development and innovation. | am looking to 
promote creativity and constructive change in the 
workplace, and any new ideas will be put into action once 
approved by the Board. 


Please support us in the following areas: 
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e Administration team: Move to an office with ample 
sunlight, adjust the electrical lighting system 
accordingly, and ensure the employees' eyes are not 
affected. 


e Refrigeration team: Install and adjust air conditioners 
for departments. 


e My team: Analyze paper data and optimize team 
working levels and necessary equipment. 


| would greatly appreciate it if your team could collaborate 
with us. Please contact us through this email if you have any 
new ideas. 


Best regards, 


Spandan Mishra 


Reflect 


Reflect on the 
implemented innovation 
ideas 


The introduction of novel concepts aimed at enhancing the 
working environment not only boosts employee productivity 
and well-being, but also aids in preserving the environment 
through paper recycling while enhancing the company's 
image and efficiency. 


Successful innovations 


What are some examples 
of successful innovation 
within your own 
workplace? 


* Developing a more sustainable method of production. 


e Ensuring the health and well-being of employees and 
management. 


e Maintaining a temperature conducive to employee 
health. 


e Establishing the most comfortable working 
environment possible. 


e Protecting the environment. 


Complete this section during and after preparing the presentation 


Asking for feedback 


How did you ask for 
feedback from the 
stakeholders? 


Who were the 
stakeholders? 


Methods for soliciting feedback from stakeholders: 


e Record notes: Collect feedback from stakeholders 
during general meetings and through summary 
reports. 


e Email: Encourage stakeholders to submit feedback 
via email. 


e Arrange face-to-face meetings to exchange feedback. 
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Stakeholders include both internal stakeholders, such as our 
team, and external stakeholders, such as assessors. 


Responding to feedback | will actively listen to feedback without becoming defensive 
or argumentative, and concentrate on the key points being 
made. | will assess and analyze the feedback to identify both 
strengths and weaknesses. I will acknowledge employees' 
concerns and ensure that they feel heard. If necessary, | will 
make changes to the current project to ensure its 
completeness. 


How will you use the 
feedback you received? 


Documenting feedback Feedback that | received from the external stakeholders: 
What feedback did you 
FOE GIVE о OE From: Stakeholders 
stakeholders? 
To: Spandan Mishra 
What feedback did you Р 
receive from the other 
team members? Subject: INNOVATION FEEDBACK 


We're sending this email to give feedback on innovation. 


Here are some comments we made after reviewing your 
team's innovation: 


We were pleased with your enthusiasm, organization, 
responsibility, and inventiveness, as well as those of your 
staff. 


We consider the developments to be comprehensive and 
significant. 


However, you need to focus on leadership and keep a closer 
eye on the situation, especially in regard to the usage of 
light, which is a very technical component. 
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We appreciate all of your effort! 


Best regards, 


Stakeholders 


Feedback that | received from the other team members: 


From: Team members 


To: Spandan Mishra 


Subject: INNOVATION FEEDBACK 


Dear Spandan, 


We're sending this email to give feedback on innovation. 


These are the responses we give after viewing and 
performing the innovation process: 


| appreciate that you offer us a clear idea, and since we can 
comprehend what you're saying, we can fully participate in 
what you say. The ideas that are laid out are very useful and 
protect the environment as well as very useful in innovation. 


In addition, we would like to suggest some other office 
equipment and some green plants can be placed in the 
office. 


Thank you and best regards, 


Team members 


Attach: Evidence of activities implement e.g. an email О 
about trial software that has been set up and 
tested 
Evidence of feedback (email, recording) П 
Presentation slides О 
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